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ABSTRACT ' - 
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^ PREftWE 

• . • ■ _ . 

This paniphlet has been developed and is being disseminated as a result of the extensive study conducted 
in day care centers throughout the state of Texas. Project staff member^of the University of Texas at Sah 
Antonio conducted the stj|jy under Contract . Number 62350191 with the Division of OccOpational 
Research and Development'pf the Texas Education Agency. An analysis of job performance as revealed 
from responses to a survey from 684 day care center personnel across the state of Texas, together with 
other information, led to the development of ten job descriptions, a career progression', and an.ihdryidual 
training record for day care personnel. ' 

On behalf of the project staff, I wish to acknowledge appreciation for all the assistance we have received 
from those participating in this study. This included a large r^mj^r of center directors, teaching staff, child 
developme||it experts, trainers, project representatives, corov^ltants, and individuals from the Texas 
Department of Public Welfare, the Early CWIdhood Developn^ent Division of the Texa) Department of, 
^Community Affairs, the Texas Education Agemi^^and nJiembers of the Hum|^rv Resources Laboratory ^of the 

I InitorT Qtatflc Air Pomo ^ 



Copies of the more complete final report were sent to licensing representatives and consultants of the 
Texas Departipent of Public, Welfare and to community colleges. A limited number of copies of the final 
report are available at the Early Childhood Development Division of the Texas Department of Community 
Affairs, P.O. Bbx 13166. Austin. Texas 78711. ^ 

Assistahce in developing and cipnducting training programs for the needs of personnel in local 
communities could be' obtained from a number of soiirces, including local offices of the Department of 
Public Welfare, local colleges and universities, ddult or continuing education prograrhs of puk^^^ and private 
schools, and local chapters or representatives of associations such as the Texa^? Association for; <he 
Education of Young Children, the Association for' Childnood Education Inte'rnationaK the Texas licensed 
Child Care Association, the Alliance of Child Deifelopm^nt Associations, and the National Association of 
Child Care Administrators. \ , • 

* ^ . : •'r .■ ' ' "' . ■ 

I would like to emphasize that the materials in this pamphlet, including tfye ten job de^SHptijpns, may fee 
used in any way you see fit. The ten. job descriptions that we have developed for 7004- use, for example, are 
suggestive and may be modified to fit individual needs. 

• . .. ' ■ " .f^ • - ■ V ■ 

, Robert T. Alciatpte, Ph.D. ' , 

Projqpt Director 
Texas Day Gare Study 



I. JOB DESCRIPTIONS 

Five of the jo]) descriptions have been categorized as teaching 
ones,^ {(vhile the other five are considered administrative ones. 
, Each of the job descfiptipns as well as the career progression 
and individual training recprds have been defined in terms of the 
tasks performed under each of the nine duties: ^ 



No. of Tasks 



11 



14 

14 

26 

29 



Duty, ^ . 

• ' ' o ' / 

•A. Develcfpment of Center Plans, Policres, and 
Procedures 

B. * Administration — Money, Supplies, Facilities, 

Equipment, Etc. 

C. Supervising Center Staff - 

* D. Providing for Healthy Safety, and Comfort of 
Children 

E. Teaching.or Guiding Children Relating to "Self- 
Concept, Sensory, Language, and Cognitive 
Development 

F. .Managing or Directing Children in Social- 29 

Emotional, Psychomotor, and Muscle Development 
Development * 

Planning Teaching Activities 7 

H. Dealing with Public, Officials, and Regulations 6 

I. Evalu^ating Children, Their Problefns, and Co-' 26 
ordinating Center, Home, ^nd Agencies ' 

Total 162 



Duties') A through I are defined in terms of the number of tas^ 
performed accounting for 90% of the work time of the job 
incumbents for any of our ten basic job descriptions. Thus, 
Duty J, Performing Other Tasks as Required or Directed, 
accounts for the remaining ten percent. We did not specifically 
indicate the tasks for this di/ty and left this open for bay care 
directors and supervisors to specify as they wished. ) 

Three teaching levels have been identified, with tnree job 
descriptions cdnsidered entry level positions, or level L For the 
second level, or level II, a fully qualified teaching position is 
described. Level III portrays a teaching administrative position. 
. Teaching job desc'feiptions for cliiSter groups GP0101, 
GP0036, 'Bnd GP0024 are all considered entry level job 
descriptions and those that have a moderate amount of 
developmental activities. Personnel having these job descrMons' 
are not expected to participate fullV in the morning pro^m of 
complete developmental or comprehensive day care programs. 
They would be expected to require more'supervision and woUld 
participate more fully in^ afternoon programs or morning 
programs of centers that are not fully developmental. 

The day care supervisor may wish to modify various job 
descriptions. We wish to emphasize thnat although these job 
descriptions have been developed on a scientific basis and 
pr^ably account for a large portion of actiial jobs performed in 
Texas day care, /lone the less, these job descriptions are 
tentative and suggestive. Any'supervlsor may feel free to use 
these job descriptions in any way they may wish, modifying 
them, deleting items, and adding tasks. For example, a 
s^piervisor may wish to specify tasj<s under Duty J, Performing 
Other Tasks as Required or Directed. Particular attention should. 
b^ paid to the last paragraph of each job description dealing 
with R^quire^ Qualifications and Characteristics. One may wish 
to be mord specific in terms of qualifications and characteristics 
and may wish to, indicate specifically the amount and kipd of 
supervision required, and evei^ the specific supervisor 



Vwp^onsible for wbrk performance. SupQi^ors may wish to add 
additional pages hr to reproduce this material. We again wish to 
emphasize that tliey should consider this material thdtr<own. 

THe job description 'for teaching cluster groUp GP0122 is a 
high level one vJhich involves considerable developmental kinds 
of activities. It k sugge^tfed that those, centers desiring to have a 
comprehensive program, m^ke use of this job conscription for all 
teaching staff th^t Sre involved in the morning program, 
particularly th )se of ' a high level developmBntal center or 
schooL This joli description, which is considered a level II, or a 
fully qualified eachihg position, is one that describes the job of 
just a little ovit 50% of personnel used in our total study. A 
total of 98 :asks accounted for 90% of the actual job 

, incumbent's tine. V • . 

The job description for teaching cluster group GP0094 is one 
of high level teaching, supen/isinig and adrhinistration. While this 
Hob description actually describes the tasks f)erformed Ijy a large 
number of cenler directors, it could also be a job descriptioR for 
assistant directors, head teachers, or other ; supervisors. 
Conceivably, a center could operate effectively with this job 
description ^arwJ one or more of the other four teaching job 
descriptions. consider this administrative teaching. position 
as a level III position. This position 1s the broadest in terms of 
the duties and) tasks which it encompases.* Whereas 69 to 99 
tasks account for 90% of the member's time for other teaching 
cluster groups, ^his job encompasses 135 tasks vwth* a significant 
amount of time devoted to each of tfri duties. • 

The five adn^inistrative cluster groups are described in tferws 
of the activities involved. 

The first of these to be described inVVdmiriistrative cluster 
group GP0034. fhis job description has been designed as one of 
a social services specialist. This job includes a considerable 
number of activities invojved in the duty of evaluating children, 
their problems, |and coordinating center, home? and agencies. 
Job mcumbeats jspend 43% of their time in that one duty. ^ 
total of 75 tasks iccoun| for 90% of the time for thi^^gpoup. 
Administrative cluster group G£0022 seems to be one of a 

' pure administrative -/nature. It dppears to be a high level 
administrative iofc, probably most] useful where there is a large 
center or even \droyp of centers.-T)ie main duties for this job 
evolve around s^R^ft^Vising center" staff; dealing with pubfic, 
"Officials, and redulations; policy development; administration; 
and evaluating and coordinating. A very minimal amount of 
time of its members is involved^in teaching or guidihg- managing 
or (directing, planning 'teaching activities, and providing for 
health, safety, and comfort of children. A total of 68 tasks 
account for 90% of the incumbent's time.. 

A d m i n i s t r ativ« cluster group GPOOl 8 describes an 
administrative position that iff heavily conce^^^d with 
administration, evaluating and coordinating, some supervision, 
little policy development, little teaching or guiding children, 
li\tle dealing with public, but a moderate amount of manaQing 

- or ^directing children. Incumbents spend considerable time in 
providing for health", safety, and comfort of children, and do 
not seem to have full responsibility for a center. Seventy-two 
tasks account for 90% of their time. 

Administrative cluster group GP0047 is heavily involved in 
policy development, supervision, administration, evaluating and 
cbordinating, and dealing with public. The number of tasks 
accounting for 90% of the incumbent's time is 63^ which is the 
smallest number fdr any of the ten job cluster groups. It 
describes tTO job of a center director or other supervisor who 
does not deal with teaching, glildihg, managing, or directing 
children. 

Administrative cluster group GP0064 is a high level 
administrative position which appears to primarily describe, a 
non-teaching center director. It is the most popular one for 
non-teaching center administrators. A total of 93 tasks account 
for 90% of their working time. " 



JOB DESCRIPTION FOR TpCHING CLUSTER GROUP GP0101 



DUTY A — DEVELOPMENT OF CENTER PLANS, POLICIES, AND 
PROCEDURES -(1.06%) 

Plan children's birthday^ parties. Plan children's groupings for 
activities. 

DUTY 8 -^ ADMINISTRATION - MONEY, SUPPLIES, FACILITIES. 
EQUIPMENT, ETC. - (-46%)^ ' 

Colleui fees. 



DUTY C — SUPERVISING CENTER STAFF - (.00%) 
None 



DUTY D — PROVIDING FOIT HEALTH, SAFETY, AND COMFORT 
« OF CHILDREN : (17.48%) . 

Administer first aid. Administer prescrlt>ed medlbatlons. Clear 
tables. Set tables 6r serve food. Clean playing areas. Clean or 
maintain toys or Indoor equipment. Clean toilets, lavatories, and 
bathroom areas. Dispose of trash or garbage. Remove hazardous 
objects from chlldr^'s reach or presence. Carry out emergency 
' measures In case of illnesses, accident, or fire. Dress Infants or 
young children. Empty or sanitize training chairs. Feed Infants oT 
young children. Hold or touch children to provide comfort to them/ 
Introduce new child to center, staff, and children. Prepare clldrenlo 
go home, Seltfct television programs. Tiei£hlldren's shoes. 

DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO 
SELF-CONCEPT, SENSORY. LAN^GUAG^E. AND COGNITIVE 
/ DEVEL9PMENT - (31.09%) 

Build children's identity by using their first names or noting their " 
elothlng^ ''Develop child's ability to listen. Encourage all children 
, to try all foods. Explain 'safety rules to children. Quide activities that 
require children to answer questions or give explanations. Guide 
. .^activilies requiring children to* afk' questions. Guide actlvlti^ 
requiring children to use rhymes, rhythms, or songs. Guide children^ 
games. Guide children to talk about what they see and feel. Guide 
children to do things for themselves. Guide children to exp^and 
language. Guide children to provide accurate information. Guide 
children to put away toys and equipment. Guide children to take 



turns and share. Guide manipulative play, such as puzzles and bloclia. 
^elp children mak^thln((s to play with. Read or tell stories. Teach - 
children colors. Teach ^differences of sfze or' shape *'of ob|«cts to , 
children. Teach children to classify ob|ects. Teach children to devetop* 
number concepts. Teach children nursery rhymes. Teach children to 
name ob|ect8. Toilet train chfldren. - \ " 

DUTY F — MANAGING OR DIRECTING CHILDREN IN SOCIAL- 
EMOTIONAL, PSYCHOMOTOR >(ND M^^CLE DEVELOPMENT - 

(35.15%) ^ ^ ' . ' 

Decorate center for seasons, holidays, Qr themes. Direct children 
during fire drills. Direct free play activities. Encourage children to . 
express emotions! Encourage children to-vent frustrations or hostllh ^ 
ties without hurting others. Help %\\% children to participate In group. 
Maintain discipline. Manage aggressive children, subh as nuahers or . 
kickers. Manager biters. Mariage "bosly" or domineerlrig'clilldrafi. 
Manage rhildren wl^o wet or soli their pants. Manage cVyInd chlldran. 
Manage temper tantrums. Manage bathroom proceduresj Manage 
children in outdoor play fbr social development. Manage children In 
outdoor play JO develop large muscles. Manage children In outdoor 
j>ray-lo develop motor coordination. Manage parties, field trips, or 
other special activities/ Manage children in snaqk or meal activities. . 
Manage children In rest or sleep. Monitor television ylewlng^^Ptanr 
with infants. Praise children' for efforts. Settle arguments. */(rrange 
displays of children's . work. Arrange furniture^ or equipment. 

DUTY G — PLANNING TEACHING ACTIVITIES - (2.28%) 

Plan activities using chlldreii's Interests. Plan art or craft actlyitles. 
Plan music, singing, or rhythmic activities. , ^ 

DUTY H - DEALING WITH PUBLIC, OFFICIALS, AND REG^LA- 
TIONS - (.00%) i ^ * . 

None \ 

DUTY I — EVALUATING CHILDREN. THEIFt, PROBLEMS, AND 
COORDiNATING CENTER, HOME, AND AGENCIES - (2.82%) 
Identify unusual behavior of children. AnsweV or make telephone 
calls. Report signs of illness or discomfort in children. Report 
unusual behavior of children. 



DUTY J — PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%) V. 

y* - . . ^ ■ • " 

GPOIOI REQUIRED OUALiFICATI^S' AND CHARABTERiSTICS • 

Must have the education, knowledge, skjii, and aptitude to work with ypung children and perfocm the taiki required of this position d*scriptiofl.^Must 
present evidence of good physical and mental condition as required by state regulations, and be of good tnoral character. A fully qualified person must IM 
able to perform ,all of the duties enumerated atxive. To rneet the entry level requirements, the incumbent should be able to perform at'least 50% of the ^ 
tasks of this job description. After six months on the job, an incumbent should have the knowledge and skill to adequately perform at least 90% of the 
taslcs indicated above, of the following main duties: 



DUTY D, Providing for Health, Safety, and Comfort of Children: ^ 
DUTY E, Teaching or Guiding Children Relating to Self-Concept, Ser>sory, Language; and Cognitive Development; 
DUTY F» Managing or Directing Children in. Social-Emotional, Psychomotor, and Muscle Development; 
* DUTY G, Planning Teaching Activities; ^ - 

DUTY I, Evaluating Children, Their Problems, and Coordinating Center. Home, and Agendes; and ^ 
DUTY J, Performing Other Tasks as Required or Directed. 



EKLC 



JOB DESCRIPTION FOR TEACHING 



GifibUP GP0036 



DUTY DEVELOPMENT OF CENTER PLANS, POLICIES, AND 
PROCj^QURES - (2.03%) 

P»v*l6p i^les to Insure health and safety orchltdran. Plah^lldren's 
birthday parties. Plan field trips or holiday celebratlont. Plan menus. 

DUTY B — ADMIMiSTRATION - MONEY, SUPPLIES, FACILITIES*' 
EQUIPMENT, Etc. - (9^7%X » ' ' 

Arra^e for transporiafion of children. Close center at night. Collect 
fees. Distribute pay chteks. Inventory food or supplies. Keepi^ecords 
of money taken In or expended. Keep employee time records. Make 
staff payrolls. Open center in morning. Purchase or order food or 
supplies. 

DUTY C ^ SUPERVISING CENTER STAFF - (3.!l4%) 

•Carry out personnel policies. Maintain staff persolpnel records. 
Schedule dally activities. Schedule staff work. Supervise volunteers 
or student workers. 

DUTY D — PROVIDING FO^ HEALTH, SAF^T/; AND COMFORT OF 
CHILDREN - (23.32%) 

'Administer first M. Administer presbrl^ed muedlcatlOns. Clear 
Jables. Conduct fire drills. Set tables or dnrve food. Clean playing 
. CI6an and maintain kitchen equipment Clean kitchen or dining 
Clean or maintain toys or irtdoor Mulpment Clean toilets, 
lavatories, and bathroom areas. Make repairs on equipment, toys, or 
furniture. Regulate heating, cooling, or ventllatlon.'Regulate lighting. 
Remove hazar/rfous objects from children's reach or presence. Bathe 
infants or children. Carry out emergenciy measures In case of 
Illnesses, accident, or fire. Dress Infants or young chlldiin. Empty or 
sanitize training chairs. Feed lofants or young£hildren. Hold or touch 
children to provide comfort to them. Introduce new child to center, 
staff, and children. Prepare children to' go home. Review and make 
use of Individual health records'. Xie children's shoes. 



Guide children to tatfc abq^t what they see and feel. Guide children to 
do thlnfls for themselvea. Guide children to expand language. Guide 
children to provide acqifrate Information. Guldfl children to put away 
toys and equipment, ^daldt children 16 take turns and share. Gukla 
manipulative play, sttjCh as puzzkM and blocks. Read or tell stories. 
Teach children nursery rtiylklea. Toliet train children. 

DUTY, F ^ MAHAQING OR DIRECTING CHILDREN IN SOCIAL- 
EMOTIONAL, PSYCHOMOJOF^ND MUSCLE DEVELOPMENT - 

(24.23%) 

Decorate center for seasons, holidays, or tfiemes. Direct children 
during fire*drills. Direct free play activities. Encourage children to 
express emotions. Encourage children to y*nt frustrations or hostHi- 
ties without hurting others. Help shy children to participate in group.^ 
Maintain diaclpilna. Manage aggrasahre children, such ai pushers or 
kickera.* Manage. bitert. Minage "bossy" or domineering children. 
Marfage children who wet or soil their pants. Manage crying children. 
Manage tem|>er tantrums. Manage bathroom procedures. Manage 
children In outdoor play for social da^lopment Manage partifs, 
field trips, or ottwr special acthritles. Manage children in rest or 
Weep. Monitor television viewing. Play with Infants. Praise chlklren 
fore efforts. Settle argumenU. Arrange furniture or equipment 



DUTY G — PLANNING TEACHING ACTIVITIES - (1.60%) ' 

Plan activities Using children's Interests. Plan activities for teaching 
differences of size or shape of objects. Plan' music, singing, oi; 

rhythmic, acttvltkn. 

DUTY H - DEALING WITH PUBLIC, OFFICIALS, AND REGULA- 
TIONS - (1.97%) 

Conduct public relations programs. Insure that licensing standarda 
are met and maintained. Schedule Inspections by public officials. 



DUTY I — EVALUATING CHILDREN, THEIR PROBLEMS, AND 
COOJIPINATING CENTER, HOME ANb AGENCIES - (i66'^) 



DUTY E TEACHING OR GUIDING CHILDREN RELATIN(^ TO 

SELF-CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE 

DEVELOPMENT - (14.20) 

u » . - 
Build children's Identity by using their first names or noting their ' 

clothing. Develop child's ability to listen. Encourage all children to try 

all foodf . Explain safety rules to children. Guide acUvitles requiring 

children t|p use (hymes, rhythms, or songs. Guide children's games. 

^ V • ■ ■ . ' I 

DUTY J — PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED' - (approximately 10%) 



Conduct daily health observations. Identify children with vision^, 
speech; or hearing problems. Identify symptoms of^ chiidljio^ 
diseases. Identify unusual behivlor of. children. Answer' or D^ike 
telephone calls. Explain center policies and rules to parents. Prepara 
reports on accidents. Report signs' of Illness of discomfort In chlidren. 
Report unusual behavior of children. ^Secure good Ideas from Mrents. 



/ 



GP0036 REQUIRED.QUALIFICATIONS AND CHARACTERISTICS 

Must have the education, knowledge, skill, and aptitude to work with young children and perform the tasks reqiiired of this positiofi descriptidn. Mui^t 
present evidence of good physical and mental condition as required by sta^ regulations, and be of good moral charac^fer. A fully qua|(fied«person must be 
able to perform all of the duties enumerated above. To meet the eritry level requirements the incumbent should be able to perfo/m at lefst 50% ofithe 
tasks of this job description. After six months on the job, an incumbent should have the knowledge and skill to^ad^uately perform at least 90% of the 
tasks indicated above, of the following main duties: 

If * 
DUTY A, Development o^ Center Plansv Policies, and Procedures; 
DUTY B< Administration - Money, applies. Facilities, Equipment, EtcL 

DUTY^C, Supervising Center Staff; ' . ' 

.DUTY D, Providing for Health, Safety, and Comfort of Children; 

^DUXY fi. Teaching or Guiding Children Relating to Self Concept, Sensory, Larniuage, and Cognitive Development; 

pliTY F, Managing or Directini^ Child|erT in SoctahEmotional, Psychomotor, and Muscle Development; 

DUTY G, Planning Teaching Activities, v ^ 

DUTY. H, Dealing with Public, Officials, and Regulations; 
. DUfi^ I, Evaluating Children, Their Problems, and Coordinating Center, Home) and Agencies; and ^ 

DUTY J, Performing Qther Tasks as Required or Directed. 
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JOB DESCRIPTIONS FOR TEACHING CLUSTER GMDUP GP0024 



Dim A DEVELOPM^T OF CENTER PLANS, POLICIES, AND 
PROCEDURES - C00%) 

NoM ' 

DUTY B - ADMINISTRATION - MONEY, SUPPLIES, FACILITIES, 
/EQUIPMENT, ETC. - (-41%) ^ 

Op«n center In morning. 

DUTY C — SUPERVISING CENTER STAFF > (.00%) 
None ' - 

DUTY D — PROVIDING FOR HEAtTH, SAFETY, AND COMFORT 
OF CHILDREN - (16.45%) ' ^ 
**' . ' '* ■ 

Administer pretcrlbed medications. JCIear tables. S.et tables or 

Mfve lood. Clean playNfg areas. Clean or maintain toys or Indoor 
. shipment. Clean toilets, lavatories, and bathreom areas. Remove 
hazardo€|s' objects from children's reach or presence. Bathe Infants 
or children. Dress Jnfants or young 'children.* Feed Infants or young 
children. Hold driouch^bhlldreffilp^provlde comfort to them. Introduce 
new ctilld to center, staff, and cnltdren. Prepare children to go home. 
Tie children's shoes. 

DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO~ 
SELF-COI^EPT, SENSORY, LANGUAGE, AND COGNITIVE 
DEVELOPMENT - (28.94) ^/ ^ 

Build children's Identity by uslfig their first names or noting th^lr 
clothing. Develop child's ability to listen. Enc6urage all children to 
try all foods. Explain safety rules to children. Guide activities tlyit 
require children to answer questions pr give explanations. Guide 
activities requiring children to use rhymes, rhythms', or songs. Guide 
children's games. Guide chlldrei^ to talk about what they see and feel. 
Guide children to do things for thc^nselve^ Guide children to Expand 
' language. Guide children to pi away Joys and equipment. Guide 
children to take turns and share. Guide dramatic play activities. Guide 
'manipulative play, such as^puzzles and blocks. Help children make 
. things to play with. Read or tell stories. Teach children colors- Teach 



differences olsize or shape* of ob|ects to children. Teach children 
to classify obj^ts. Teach clilldren nursery rtiymes. J^mch children 
to name ob|ectA,Tol))Bt train children. 

DUTY F ^ MANNING OR DIRECTING CHILDREI^ IN SOCIAL- 
EMOTIONAL, PSYdnoMiOTOR AND MUSCLE DEVELOPMENT - 
(36.32M) 

Decorate center for seasons, holidays, or themes. Direct free play 
activities. Encourage children to express emotions. Encourage 
children to vent frustrations or hostilities wItlKHit hurting ottiers. 
Helprshy children to participate in group. Maintain discipline. Manage 
aggressive children, such as pustters or klcKers. Manage bttefs. 
Manage "bossy" or.domineerlna children. Manage children- wtio we^ 
or soil their pants. lAanage crylnf cl^Udren. Manage temper tantrums. 
Manage bathroom procedures. Manag* children in outdoor play Jor 
social development. Manage, childf^ in outdoor play to develop large 
muscles. Manage children In outdoor play to develop motor coordi- 
nation.'' Manage children In snack or meat acthrltles. Manage ctilidren 
in rest or sleep. Monitor television viewing. Piky with infants. Praise 
children for efforts. Settle arguments. Arrang«\displays of children's 
work. Arrange furniture or equipment 

DUTY tS ^ PLANNING TEACHlj^G ACTIVITIES - (3.18%) 

Plan activities for teaching children to associate words with 
pictures. Plan activities using children's Interests. Plan art or craft 
activities. Plan music, singing or rhythmic activities. 

^ t 

DUTY H — DEALING WITH PUBLIC, OFFICIALS, AND REQULA- 
TiONS - (.00%) II . 

None 

DUTY 4 — EVALUATING CHILDREN, THEIR PROBLEMS, AND 
COOi^DINATING CENTER, HOME, AND AGENCIES - (3.07%) 
Identify symptoms of childhood diseases. Identify unusual 
behavior of children. Arttwer or make telephone cails^ Report signs 
of illness or discomfort fo children. ' 



' DUTY J — PERFORMING pTHER TASKS AS REQUIRED OR DIRECTED -(approximately 10%) . 

GP0024 REQUIRED QUALIFICATIONS AND CHARAcf ERISTICS 

Must have th« •ducation, knowledge, skill, and aptitude t6 work with young children and perf orm the tasks required of this position detcription. Must 
present evidence of good physical and mental condition as required by state regulations, and be of good morsi character. A fully quslified person must tM 
able to perform all, of the duties enumerated above. To meet the entry level requirements, the incumt>ent should be able to perform at least 60% of the 
tasks of this job descripti6n. After six months on the job, an* incumbent should have the knowledge and skill to adequetely perform at least 90% of the 
tasks indicated above, df the following main duties: 

dUTY D, Providin^^f or Health, Salety, and Comfort of Children; > * , » ' 

pUTY E, Teaching or Guiding Children Relating to Self Concept, Senary, Language/and Cognitive Development; 

'DUTV Managing or>Dirfcting Children in Social*Emotional, Psychomotor, and Muscle Development; 

DUTY C, Planning Teaching Activities; ' 

DUTY I, Evaluating Children, Their Problems, and CoordinatingX^nter, Home and Agencies; and 

DUTY J, Performing Other Tasks as Required or Directed/ 

. / : • r 
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JOB DESCRIPTION I^OR TEACHING CLUSTER GROUP GP01 22 



DUTY A — DEVELOPMENT OF CENTER PLANS, POLICIES, AND 
PROCEDURES * (3.01%)* / 

Develop rules to Insure health and safety of children. Plan children's 
^ birthday parties. Plan chlldren's^grouplngs for activities. Plan field 
trips or hpllday celebrations. Plan weekly or monthly center progmms^ 



DUTY B — ADMINISTRATION 
EQUIPMENT, ETC. - (.00%) 

N6ne 



MONEY, SUPPLIES, FACILITIES, 



DUTY C — SUPERVISING CENTER STAFF - (.58%) 
Schedule dally activities. 

DUTY D — PROVIDING FOR HEALTH, SAFETY; AND COMFORT 
OF CHILDREN - (10.19%) 

Admlnlstef first aid. Administer pre^rlbed medications: Clear 
tables. Sfii tables or serve food. Clean playing areas. Clean or 
maintain toys or Indoor equipment. Remove hazardous objects from 
- children's reach or presence. Carry out emergency m^easures In case 
of illnesses, accident, or fire. Dress infants or young children. 
Hold or" tpuch children io provide comfort to them. Introduce new 
child to center, strfff, and children. Prepare children to go home. Select 
television programs. Tie children's shoes. 

DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO { 
SELF-CONCEPT, SENSORY, LANGUAOlE, AND COGNITIVE 
DEVELOPMENT - (33.38%) 

Build children's identity by using the^r first names ot noting their 
clothing. Develop child's ability to listen. Encouraffe all children to 
try all fpods.* Explain safety rules to children. Guide activities that 
require , children to answer questions o^glve explanations. Guide 
children to make books of their activities. Guide activities requiring 
children to ,ask' quest ions. Guide activities requiring children to use 
rhymes, rhythms, or songs. Guldechlldren's games. Guide children to 
talk about what th»y see and feel. Guide children to do things for 
themselves, Guide children to expland language. Guide children to 
provide accurate^fhformatlon. Guide children to put away toys and 
equipment. Guide children to take turn^ and share. Guide dramatic 
V play activities. Guide manipulative play, such as puzzles and bloocs. 
Guide nature qr science actlyities^Xauide show and tell activities'. 
Help children make things to play with. Read or tell stories. Teach 
children colors. Teach children space and time concepts. Teath 
differences |n size or shape of objects to^chlldren. Teach children 
to classify objects. Teach children to develop number concepts. 
Teach children nursery rhymes. Teach children to name objects. 
Toilet train children. • ' . ^ ^ 
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DUTY F — MANAGING OR DIRECTING CHILDREN IN SOplAL- 
EMOtlONAL, PSYCHOMbTOR, AND MUSQLE DEVELOPMENT * 

(27.36%) ' ^ • 

Decorate center for seasons, hollclaVs, or themes. E^red children 
during fire drills. Direct free play actlvltle*. Encourage chlMran to 
express^otlons. Encouratia chlMnn to vent fmstrettons or hoatlll* 
ties without hurting others. Help shy children to participate In group. 
Maintain .discipline. Manage agrettlve children, such pa puahers or 
kickers. Minage blltrs. Manage '4>ossy" or domineering children. 
^Manage children whib wet or soil their panto. Manage crying chlldran.^ 
Manage temper tantrums. Manage iMthroom procedures. Managa 
children In outdoor play for social dfveloprpent Manage children* 
In outdoor play |o develop large muscles. Manage children In outdoor 
play to develop motor coordlnatkm. Manage partlea, field Irlpa, or 
"other spedl^l acllvltlea. Managa ctilMren In snick or meal actfvHies. . 
Manage children In rest or sleep. Monitor telavlalon vle^ng. Pralaa 
children for efforts. Settle arguments. Arrange displays of chlldran'ji 
work. Ar/ange furniture or equipment Incorporate ethnic thamaa, 
traditions, greetings, holidays, or foods In program. Operate 
prelectors. <f X - 



DUTY G — PLANNING TEACHING ACTIVITIES - (7.09%) 

Plan activities for teaching children to associate worcls^with 
pictures. Plan activities ublng children's Interests. Plan activltlea for 
teaching differences of size or shape of (mfects. Plan art or craft 
activities. Plan music, singing, or rhythmic activities. Plan science 
or nature actKritles. Plaii show and tell activities. 



DUTY H ^ DEALING WITH PUBLIC, OFFICIALS, AND REGULA- 
TIONS - (.00«^) . * 

None 

DUTY \-l EVALUATING CHILDREN, THEIR PROBLEMS, AND 
COORDINATING CENTER, HOME, AND AGENCIES • (8.04%) 

Conduct daily health olMervatlons. firaluate children's emotional 
development. Evaigate physical, sensory, or Intellectual development 
Id^tify children with motor problemarldantify children with vision, 
speech, or^ hearing prot>lems. Identify symptcnns of childhood 
diseases. Identify unusual behavior of . children. Keep a social 
development record on each child. Make dally notes of chlldran's 
progress. Answer or make telephone calls. Explain center poildaa 
and rules to parents. Report signs of Illness or discomfort In children, 
Reportnjnusual, behavior of children. Secure good Meas from parenjf.^ 



DUTY J — PERFORMING OTHER TASKS AS REQUIRED OR.DIRECTED - (approximately 10%) 



r 



GP0122 REQUIRED QUALIFICATIONS AND CHARACTERISTICS 



Must have the education, knowledge, skill, and aptitude to wqfk with young children and perform the tasks required of this pQsition description. Must 
present evidence -of good physical and mental oondition as required by state regulations, and be of good floral character. A fully qualified person must be 
able to perform all of the duties enumerated atx)ve. To me^t the entry level requirements for this job, tha incumlMnt should be able to perform all of the 
taslcs enumerated in one of the three of the teaching duster groups: GP0024, GP0036, or GP0101. A fully qualified incumbent-ehould have the 
knowledge and skill to adjequately perform all of the tasks indicated above in the main duties: 



DUTY b. Providing for Health. Safety, and Comfort of dhildren; 

DUTY E, Teaching or Guiding< Children Relating to Self-Concept, Sensed. Lenguage, and Cognitive Development, 
DUTY Managing or Directing Children in Social-Emotional, Psychomotor, and Muscle Developipent; 
DUTY 6, Planning Teaching Activities; 

DUTY I, Evaluating Children. Their Problems, and Coordinating Center, Home, and Agencies; and 
DUTY J, Performing Other Tasks as Required or Directed. 't /\ ' ^ 



JOB DESCRIPTION FOR TEACHING CLUSTER GROUP GP0094 



DUTY A — DEVELOPMENT OF CENTER PLANS, POLICIES, AND 
PROCEDURES • (5.98<^) *^ 

Develop center pollcW Develop plans or procedures for emer*^ 
gency sHuatlone. Develop rules to Insure fiealth and safety of children/ 
Plan budgets. Pli^n center open heusa or parent workshops. Plan 
' children's birthday parties. Plan children's groupfngs for activities. 
Plan field trips or holiday 'celebrations. PlanMnenus. Plan weekly' 
oi^ monthly center programs. 



DUTY B - ADMINISTRATION 
EQUIPMENT, ETC. • (8.87%) 



MONEY, SUPPLIES; FACILITIES 



ERIC 
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Arrange for trdnsportatlon of children. Close center at night. 
Collect fees. DIstrlbuta pay checks. Inventory food' or supplies. 
Inventory equipment oc toys. Keep records of money taken In or 
expended. Keop employee time records. Make staff payrcMls. Open' 
center in morning. Purchase or ordar food or supplies., Purchase or 
order equipment or toys. i 

DUTY C — SUPERVISING^ CENTER STAFF - <9.21%) 

Carry out personnel policies. Conduct staff meqjllngs. Hire or 
dismiss employees. Maintain staff personnel records. Schedule 
building maintenance. Schedule dally acthrltles. Schedule staff 
vacations. Schedule staff work. Supervise In-service training. 
Supervise volunteers or student^workers. Visit classrodms to guide 
teachlnjj staff, detennlne qualifications or potential staff meml>ers. 
Evaluate staff and determine training requirements. ^ 

DUTY D - PROVIDING FOR HEALTH, SAFETY, AND COMFORT 
OF CHILDREN - (9:89«^) 

J ■ ' *• 

Administer first ;iid. Administer prescribed medications. Conduct « 
fire drills. Set tables or serve food. Clean playing areas. Clean or 
maintain toys or indoor equipment. Regulate heating, cooling, or 
ventilation. Regulate lighting. Remove hazardous objects from 
children's reach or presence. Carry out emergency measures In case 
of illnesses, accident or .fire. Hold or touch children to provide 
.comfort to them. Introduce new child to center, staff, and children, 
^epare chilciren to go home. Select televiston prqgrams. Tie 
children's shoos. 

DUTY E ^ TEACHING OR GUIDING CHILDREN RELATING TO 
SELF-CONCEPT, SENSORY, LANQ^UAGE, AND COGNITIVE 
DEVELOPMENT • (17.82<yo) 

^ Build children's identity by using their first names or noting their 
clothing. Devetop chil^ ablll^ to listen. Encourage all children to 
try all foods. Explain safety rules to children. Guide activities that 
require children to answer questtons or give explanations. Guida 
children to make books of tl^eir activities. Guide activities requiring 
children to ask questkxis. Guide activities requiring children to use 
rhymes, rhythms, or songs. Guide children's games. Guide children 
to talk about what they see and feel. Guide chl(|fren to do things for 
themselves. Guide children to expand language. Guide Children to 
provide accurate information. Guide children to put away toys and 
equipment. Guide childrerMo^ke turns and share. Guide dramatic 
play activities. Guide mahipulathre play, such as puzzles and blocks. 
Guide nature or science acthrltles. Guide show and tell activities. 
Help children make things to play wHh. Read or tell stories. Teach' 

DUTY J PERFORMING OTHER TASKS AS REOUIREDipR OJAfCTCD • (aj^oxknataly 10%) 

GP0094 REQUIRED QUALIFICATIONS AMD CHARACTERISTICS 

Mus^ave th« education, knowledge, skill, and aptitude to work with young ehilclran afid perform the taikt required of this position description. Must 
present evidence of good physical and mental cbndition as required by state regulations, and be of good moral cher^eter. A fully qualified person must be 
able to performVll of the duties anumarated above. To meat the entry requirements, the Incumbent shouM lie elile to perform all of the tasks anumereted 
in teaching clustar group GP0122. A ^lly qualified incumbent would be considered e teeching edmlnistrator, and should have the knowledge mmJ skill to 
adequately perfomi all of tfie tasks in all of the duties described aliove. In addition to duties of the fully qualified teeching position, the Incumbent must 
heve knowladge and skill for policy, deveiopmant, administration, supervision, dealing wMi public, end evaluation of diiklran and coordinating center, 
ripme, etc ~ 



children , colore. Teach childran epaca and time concepU. Teach 
diffaroneaa of size or al^apa of obfacla to childran. Taach children to ' 
classify oblacts. Tefch childran to davalop number cohcapts. Teach 
i childran nuraary rhymes. Taach chN^an to name obiec^. 

^ DUTY F MANAGING Oil DIRECTING CHILDREN IN SOCIAL- 
EMOT10NAL«>PSYCHOMOTOR AND MUSCLE DEVELOPMENT <ik 
(y.$9%) ' 

Decorate cofitar for saaaons, hoHdaya, or themes. Direct children 
during fire drUls. Direct free play acthrltlas. Encourage children to 
expraes amotlona. Encourage childran to vent frustrations or hostllh 
tifs without hurting othervHelp shy children to partk:lpate in group. 
Maintain dIaclpNna. Manage agraaahra chNdran, such aa pushers or 
kickara. Man agQ Hara. Manage "boaay" or domkiaarlng dhlldran. 
Manage cMMrpPihd wet or eoil thair pants. ManagV crying cMldran. 
Manage temrfir'tantrums. Manage bathroom procadurea. Manage 
chUdran In ouldopr play for apclal davalp^mant Man«ia childran In 
outdoor play to develop large miiaelas. Mahaga chlldmi in outdoor 
play to 'davalop motor coordination: Manage partlaa, field b'lps^ or 
othar spfclal acthrWaa. Manage childran in ihack o^ma^ activities. 
Manage children k% reat or sleep. Pralae children for efforts. Settle 
arguments. Arrange dtoplays of chHdran's work. Arrange furniture 
or equipment. Incorporate ethnic tt«pmes, ^ traditions, greetings, 
holidays, or foods in program. ^ 

. ^ ' ■• - ■ 

DUtY O PLANNING YEACHINOC ACTIVITIES - {^,Z9^J 

Plan aothrlAas for teaching children to aaaociate words with 
pictures. Plan acthrltlas using chUdran's Interests. Plan activities * 
for teaching diffarenoas of sika or shape of objects. Plan art or craft 
activities. Plan music, singing, or rtiyfhmlc actlvHles. Plan sdance or 
nature acttyltla^ 

DUTY H -r DEALING WITH PUBLIC. OFFICIALS, AND REGULA- 
TIONS * (3.S4V . . i 

Conduct public relatkms programs. Oaal with officers or board 
of directors of organliatlon sponsorliHI canter. Insure that licensing 
standarda are met and maintained. Schedule inspections t^ iMibHc 
offlclais. Evahiala compliance wHh federal ragulattons. EvaHiate 
compliance wHh local or stale ragulatlona.^ 

DUTY I — EVALUATE CHILDRE?^, THEIR PROBLEMS, AND 
COORDINATING CEfCTER, HOME, AND AGENCIES - (ia^%) 
Conduct dally hylth obeenr a tlo na . Evaluate chUdreri^ amotlonal 
devaiopfnarft MRiata physical, sanaory, or Intellectuai divalopmant 
Identify childApn wHh motor proMema. Identify childran wlth^lslon, 
spleach or tearing problama. Identify symptoms of childhood 
diaeaaes. Identify unusual behavior of children. Keep a social 
devek>fHnent racord on each chlkf. Anawibr or make telephone calls. 
Assess children's needs In terms of parent's values. DIsduss child 
rearing practloee wHh parents. Explain center policies and rtiles to 
parents. Get parenta to share special skills -or talents. Prepare 
re|>orU on accldants. Refer children with motor problems. Refer 
chlfdran with vlskm, speech, or heaHng proMefns. Reler parent^ to 
agencies for Vielp with sodal, health, or legal problems. Ref>ort 
signs of lllnasa or diacomfort in cfilldran. Report uriusual t>ehavlor 
' of children. Sacure good Ideas from parents. 
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JOB DESCRIPTtOHS FOR ADMiNISTRATIVE DtUSTER^ GROUP GP0034 



DUTY A ^ pEifELOPMENT OF CENTER PLANS, POLICIES, AND 
PROCEDURES • (^89%) , i 

Develop ruift to Inyire health and safety of chlidrtn. Plan canter 
open house -or tiprent worlcstio^ ^an flaM' trifMi or holiday 
celehratlona. ' 



DUTY B — ADMINISTRATION - MONEY/ SUPPLIES,* FACILrriES, 
EOUIRMENT, ETC. - (9.46^) ^ 

Qo%B center at night. Collect fees. Distribute pay checks. I nventory 
equipment or toys. Keisp reords 6f money taken In or expended. Keep 
employee time records. Purchase or order fooifi or sopplles. Purchase 
or ord^ equipment or toys. / 



DUTY C — SUPERVISING. CENTER STAFF - (7.28%) 

' Carry out personnel policies. Malntifelh staff 'personnel recqfds. 
Schedule jdaliy aCthrttlesi Schedule ewMimfng Inatnictlons. SupervM 
ln-servk:e tralnliH)^ Detemme qualifications pf polMrtlal staff 
memtwrs. Evaluate . staff/and deterfpine' training i^|Phrements« 




DUTY D — PROVIDlNO^rt HEALTH, SAFETY, AND COMf ORT 
OF CHILDREN ^ (1 1 .59%|^ 

Administer first |ild. Administer prescribed medications. Dispose of 
' trash or gartuige. Regulate beating, cooling, or ventilation. Regulate 
lighting. Remove hazardous dbjects from childreh's reach or 
presence. Carry out emergenfl^y measures lA* case of Illnesses, 
accident, or fire> Hold or touch children , to prbvlde comfort to them, 
introduce new child to center, staff, and children. Prepare children to 
go home. Review arid make use oi individual health records. Tie 
children's shoeik • 

DUTY E — teaching; OR GUIDING CHILDREN RELATING TO 
>NCEPT, SENSORY, LANGUAGE, AND COGNJT1VE 
DEVEi/^PMENT - (2.67%) ' 

ild children's identity .by using their first rffttos or noting their 
lilng. Encourage ail children to try all foods. Explain safety rules 

I children. 




DUTY F - MANAQINfiJDR DIRECTtNQ CHILDREN IN. SOCIAL- 
EMOTIONAL, PSYCHOifibTOR, AND MUSCLE DEVCLOPMMT • 

(6.13^ ^ 

Decorate center for seasons, hoHdays, or theiiNis. Diroct ohHdrsn 
"during fire drills. Encourage ohHdran|paa|waea smpuyne^ I 
chlldfen <b Iriiatratloiis o^ hoatiMaa viMioiii hiirliAs 
Manage crying children. Play with Manto. Praise ohUdrsfi for efforta; 

Settle arguments. . ^ ' • 

" - • * ' .; ■ , 

DUTY Q — PLANNING TEACHING ACTIVITIES - (SLil%i 




Plan actlvitiat for teaching cIMren to assodale 
pictures. Plan ActhrHlas usIny chH draft'a Inleia8ls> PIm| iOlMllea 
for teactOng di f fer e nce s of site Or slia^of q|ilik« MgrpH ori 
activltrei. - 



REOUIA- 




DUrr H - DEALING WITH POfeUC, OFI 
TI0NS- (432%) ' / . V 

Iniure that llcenairtg standrds are Aiet and ifialmained. kchadul* 
inspections by public 'Offlclale,.*Evaliiale cofnpllaiioe wHh fedarttl 
regulations. Evaluate compliance wHh local pr stale rjsgOlallona.' 

DUTY I EVALUATING' CHILDREN, THEIfl PROBLEMS, AND 
COORDINATING pENTER, HOME, ANp AGENCIES • (43M%) 

Conduct dally health observatlone. Evaluate ehM|bon'a dmotlonal 
' development. Evaluate physical, seneoiiy, or intellaciiial doifek^^ 
, Identify children wtth motor problems. MafitMy chMriNi wHii vtaloii,* 
speech,^ or blearing problems. Identify symploma of, 
diseases. • Identify unusual behavk>r of chlltlraa Keep a 
development record on eech chMd. Make dally notes of dhtdran'a 
progress. Answer or make telephone caNs. Assess chlldrsin's needs toi 
terhis of parent's values. Assist f amities In filling out apfiilcatioiis for 
aid. Assist families to improve tlieir homes. Condiict parenting 
workshops. Discuss child rearir^ praeHoes ytHh parents. JQai . 
parents to share special skllBi or tale n t s * Prepare fORot1» on a ccl de nlsl 
Prepare repprls On suspected dhlld abuse, or ne gle ct Rofer clilUlren , 
with mofor pfoblenrtt. ttiffer chl'ldrp^ with vision, a p eac h , or he a rl h g 
problems. Refer pijpints to agencies for help wHI\j|oclal> tieaNhV Or 
legal problems. Reiiort signs of UlniMs or disoofntort In chHdnNi. 
Report unusual t>ehayior of children. Secure tKX^ Ideas fromLperenis.^ 
Visit childrenrs homes. 



DUTY J ^ PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%) . - 

QP0034 REQUIRED QUALIFICATIONS AND CHARACTERISTICS 

Mus^^have the education, Icnowledge, skill, and aptitude to Work with young children ai>d perfoffn the tasks requisite of this position daicription. Must 
. present evidence of good physical artd nWntal^coiuiition^as required t>y state regulations, and b9 of good mof^ cherscter. A fuljy i|ualHM psvsonjiHMt bm 
afarte to perform all of the duties enumerated above. A fully qualified iricumlient would lie consideifed a sociat^fervices specialist. The mSin emplMsis ojf the > 
^ incuinbent's knowledge and skill is jn performance pf tasks under Duty U evaluating children, their prolM^ns, and coordinatinS cetitsr, tiome« and 
\ agencies. The incumtient n also involved in the other duties, most noteably those of administration, supervisioin« 9hitdren's, hflualth, safMy and comfort, 
and managing or directing children: , " . , '\ j . . • 



ERIC 
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JOB DESCRIPTIONS FOR ADMINISTRATIVE CLUSTER GROUP GP0022 



DUTY A ^ DEVELOPMENT OF^CENTER PLANSr POLICIES, AND 
PROtepDURES - (17.0%)' 

Develop cenleF-advertlsIng or public relations programs. Develop 
center pollciei. Develop plans or procedures for emergency situa*' 
' tlons. Develop rules to infure health and safety of children. Plan 
t>udgets. Plan center open house ort>arentw«|M|M^PIanjM 
groupings for activities; Plan fiel{j trlp^^Mi^^^^HBil^^ Plan 
menus. Plan weekly or monthly cen| 



DUTY B — ADMINISTRATION 
EQUIPMENT, ETC. - (14.24%) 




FACILITIES, 



Arrange for transportation of children. Close center at night. Collect 
fees. Distribute pay cKecks. Fill out fofms for paymerit of fees by 
government: Inventory food or supplies. Inventory equipment or toys. 
- Keep records of money taken in or expended. Keep employee time 
records. Make staff payrolls. Open center in morning. Purchase or 
order food or suppliers. Purcj^ase or order equipment or toys. 



DUTY C — SUPERVISING CENTER STAF^F -^24.67%) 

Carry out personnel policies. Conduct staff meetings. Hire or 
dismiss enlployees. Maintain staff personnel records. Schedule 
building maintenance. Sci^ipduJe daily activities. Schedule staff 
vacations. Schedule staff wc^rk. Supervise in-service training. 
Supervise volunteers or student workers. Visit classrooms to guide, 
teaching staff. Determine qualifications of potential staff members. 
Evaluate staff and* determine training requirements. 



DUTY E PROVIDING FOR HEALTH. SAFETY, AND COMFORTOF 
CHILDREN - <5.77%) 

Administer first aid. Conduct fire drills. Clean or maintain toys or 
indoor equipment. Make repairs on equipment, toys, or furniture. 
Regulate heating, cooling, or ventilation. Regulate lighting. Remove 
hazardous objects from children's reach or presence. Carry out 
emergency measures In case of illnesses, accident, or fire. 



DUTY E — TEACHING OR QUIDINU CHILDREN RELATING TO 
SELF-CONCEPT, SENSORY, LANGUAGf , AND COGNITIVE 
DEVELOPMENT • (116%) . 

Build children's identity by using their first names or noting their 
:,;^lothlng. Explain safety rules to children. 

DUTY F — MANAGING OR DIRECTING CHILDREN IN SOCIAL- 
EMOTIONAL, PSYCHOMOTOR. AND MUSCLE DEVELOPMENT - 

(1.76%) V 

Decorate center for seii^J|b^||olidays, or themes. Arrange 
furniture or equipment, Inc^^l^te ethnic themes, traditions, 
greetlngsi holidays, or foods in programs. 



DUTY G — ^PLANNING TEACHING ACTIVITIES - (1.11%) 

Plan activities using children's Interests. Plan science" or nature 
activities. 

DUTY H — DEALING WITH PUBLIC, OFFICIALS, AND REGULA- 
TIONS - (14.03%) 

Conduct public relations programs. Deal wMh officers or board o( 
directors of organization sponsoring center. Insure that licensing 
standards ari met and maintained. Schedule Inspections by public 
officials. Evaluate compliance with federal regulations. Evaluate 
compliance with local or state regulations. 

DUTY I — EVALUATING CHILDREN, THEIR PROBLEMS, AND 
COORDINATING CENTER, HOME, AND AGENCIES - (10.01%) 

Evaluate children's emotional development. Evaluate physical, 
sensory, or Intellectual development. Answer or make telephone calls. 
Conduct parenting workshops. Discuss child rearing practices witti 
parents. Explain center policies and rules to parents. Prepars 
reports on accidents. Refer children with motor problems. Refei 
parents to agencies for help with social, health, or legal problems. 
Report signs of illness or discomfort In children. Report unusual 
behavior of children. 



DUTY J - PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%) 

GP0022 REQUIRED QUALIFICATIONS AND CHARACTERISTICS 

Must have the education, Ifnowlec^ge, skill, ami aptitudt to work with young children and parf orm tha tasks raquitita of this position description. Mus 
pr»ent ovidanca of good physical and mantal condition as raquirad by stata regulations, and ba of good moral oharactar. A fully qualified person must Im 
able to perform all of tha duties erujmerated above. This iob description is a relativel^y pure administrative on; involving a fair amount of r«early all typei 
of duties with the exception of those directly related to teaching or guiding children, managing or directing children, and planning teaching activities, ffoi 
which the incumbent performs few tasks. , » 



13 



ERIC 



JOB DESCRIPTIONS FOR AOMINISTRATIVE CLUSTER GROUP {BP0018 




DUTY A — DEVELOPMENT OF CENTER PLANS, POLICIES. 
AND PROCEDURES - {3A0%) 

Plan ctnter op«n house or parent workshops. Plan Held trips or 
hollidlay celebrations. Plan menus. 



DUTY B — ADMINISTRATION - MONEY, SUPPLIES, FACILITIES, 
EQUIPMENT, ETC. - (17.91%) 

Arrange fortransporlatlon of children. Close centiii atnl( ^ 

fees. Distribute pay checks. Fill out forms for payment of tee* . 
government. Inventory food or supplies. Inventory equlpmer ^oys. 
Keep records of money taken In or expended. Keep employee time 
records. Open center in morning. Purchase or order food or supplies. 
Purchase or order equipment or toys. 



DUTY C SUPERVISING CENTER STAFF - (9.58%) 

Carry out personnel policies. Hire or dismiss employees. Maintain 
staff personnel records. Schedule staff vacations. Schedule staff work. 
Supervise volunteers or student workers. Visit classrooms to gillde 
teaching staff. Determine qualifications of potential staff members. 
Evaluate staff and cfi»termine training requirements. 



DUTY D — PROVIDING FOR HEALTH, SAFETY, AND COMFORT 
OF CHILDREN (21.60%) 

Administer first aid. Administer prescribed medications. Clear 
tables. Conduct fire drills. Regulate heating, cooling, or ventilation. 
Regulate lighting. Remove hazardous oblects from children's reach or 
presence. Carry out emergency measures in case of illnesses.' 
accident, or fire. Hold or touch children to provide comfort to them, 
introduce new child to center, staff, and children. Prepar4f children to 
go home. Review and make use of individual health records. Select 
television programs. Tie children's shoes. 



DUTY E - TeACHlNO OR QUIDINQ CHILDREN RfeLATINQ TO 
SELF-CONCEPT, SENSORY. LANQUAQE. AND QOONITIVE 
DEVELOPMENT - (6.62%) 

Build children's Idantlty by\ualng thair firat namaa or noting ft*9k 
dothing. Encouraga ail chlldran to try all fooda. Explain safety rulaa to 
chlldran. Guide acthrltlaa that raquira ctilldran to anaarer quaatlona 
or give explanatlona. QuMa acthrltlaa ra<|ulrtng chttdran to uao 
rhymaa, rhythma, or songa. Oulda cMMran to talk about artiat thoy baa 
and faal. QuMa children to take tuma and ahara. 

DUTY F - MANAGING OR DIRECTING CHILDREN IN SOCIAL- 
EMOTIONAL, PSYCHOMOTOR. AND MUSCLE DEVELOPMENT - 

(13.30%) 

' Decorate canter for aaaaona, holiday^ or thamaa. DIragt oMMran 
during fire drills. Enoourago cfiUdran to expraaa emotloffia. Inoouroga 
children to vent fruatratlona or hoaWltlaa withoul hurting ottiara. 
Maintain diiclpllna. Manage aggraaalve cMkkon, such aa puahara or 
kickers. Manage bllara. Manage "boaay " or domlnearing chlldran. 
Manage crying children. Manage partlea. field tripe, or ottiar apaclal 
activities. Manage chNdren In reel or sleep. MonHor talavlalon viewing* 
Play with Infants. Pralae children tor efforts. Sattia argumanta. 
Operate projectors. 

DUTY Q - PLANNING TEACHING ACTIVITIES - (.36%) 

^lan music, singing or rhythmic acthrltlea. 

DUTY H — DEALING WITH PUBLIC. OFFICIALS. AND REGULA- 
TIONS - (1.Sa%) 

Insure that licensing standarda are met and malnkalnad. 

DUTY I - EVALUATfNG CHILDREN. THEIR PROBLEMS. AND 
COORDINATING CENTER. HOME. AND AGENCIES - (15.66%) 

Identify symptoms of childhood dtooaaos. Identify unusual l»ehavlor 
of children. Answer or make telephone caNa. Asalst famlllaa ki fllHng 
out applications for aid. Explain center pollclee and rules to paranta. 
Get parents to share special sklNa or talenta. Prepare reporta on 
accidents. Report signs of lllnesa or diacomfort In children. 
Report unusual behavior of ChMdren. 



DUTY J - PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%) 



GP0018 REQUIRED QUALIFICATIONS AND CHARACTERISTICS 

Must have th« •ducation. knowledge, skill, and aptitude to work with young children and perform die tasks requisite of thb position description. Must 
preseift evidence of good phytical and mental conditions as required by stete reguletionS eiwl be of eood iiiorsl chMScter. A fully qualified person must be 
able to perform alt of the duties enumereted above. The tetks ere concentreted more in the duties of edministretlon, providing for heelth. setety, end 
comfort of children, meneging or directing children, end evelueting chUdren. their problems, snd coordinating ©enter, home, end aesficlei. 9otn9 thne Is 
involved in supervising center steff. end teeching or guiding children, wUh relstlvely little time to tasks or ott»er duties. 
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JOB DESCRIPTIONS FOR ADMINISTRATIVE CLUSTER GROUP GP0047 



DUTY A DEVELOPMENT OF CENTER PLANS, POLICIES, AND 
PROCEDURES - (9.12%) . 

Develop center advertlilng or pUbllc relations programs. Develop 
center policies. Develop plans o|j. procedures for emergency situa- 
liqns. Develop rules to insure health and safety of children. Plan 
budgets. Plan center open houseor parent workshops. Plan children's 
groupings for activities. Plan field trips or holiday celebrations. 
Plan menus. 

DUTY B - ADMINISTRATION - MONEY, SUPPLIES, FACILITIES 
EQUIPMENT, ETC. - (23.84%) 

Arrange for transportal 
fees. Distribute pay cl 
food or supplies. I 
taken in or exp( 
payrolls. Open ce] 
supplies. Purchase or 




illdren. Close center al night. Collect 
;hildren to or from cehter. lnventory 
r toys. Keep records of money \ 
►yee time records. Make ^staff 
Purchase or order food or 
Ipment or toys. 



DUTY C - SUPERVISING CENTER STAFF - (21.74%) 

^ Carry out personnel policfe. Conduct staff meeting*. Hire or dismiss 
employees. Maintain staff personnel records. Schedule building 
maintenance. Schedule staff vacations. Schedule staff work. 
Supervise in-service training. Supervise volunteers or student 
workers. Visit classroomrto guide teaching staff. Determine qualifi- 
cations of potential staff members. Evaluate staff and determine 
training requirements. 

DUTY D - PROVIDING FbR HEALTH, SAFETY, AND COMFORT 
OF CHILDREN - (6.80%) 

Administer tirst aid. Administer prescribed medications. Conduct 
fire drills. Make repairs on equipment, toys, or furniture. Regulate 
healing, cooling, or ventilation. Remove hazardous objects from 
children s reach or presence. Introduce new child to center, staff, 
and children. Review and make use of individual health records. 



DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO 
SELF-<:ONCEPT, SENSORY, LANGUAGE, AND COGNITIVE 
DEVELOPMENT- (110*yo) j 

Build children's identity by using their first names or noting t>ielr 
clothing. 

DUTY F — MANAGING OR DIRECTING X:HILDREN IN SOCIAL- 
EMOTIpNAL, PSYCHOMOTOR, AND MUSCLE ^DEVELOPMENT - 

. (2.02%) ' - V ^ 

Direct children during fire drills. Manage parties, field trips, or other 
special activities. Arrange furniture or equipment. 

DUTY G - PLANNING TEACHfNG ACTIVITIES - (.00%) 
None 

DUTY H — DEALING WITH PUBLIC, OFFICIALS, AND REGULA. 
TIONS - (8.07%) 

Deal with officers or board'bf directors of or^ai^lzatlon sponsoring 
center. Insure that licensing standards are et and maintained. Evaluate 
compliance wifh federal reguiatlons. Evaluate compliaitce with local 
or state regulations. t' 

DUTY I ^ EVALUATING CHILDREN, THEIR PROBLEMS, AND 
COORDINATING CENTER. HOME, AND AGENCIES - (17.74%) 

Conduct dally health observations. Evaluate children's emotional 
development. Evajuate physical, sensory, or Intellectual development. 
Identify children *wlth vision, speech, or hearing problems. Identify 
unusual behavior of children. Answer or make telephone calls. Assess 
'children's needs In terms of parent's values. Discuss child rearing 
practices with parents. Explain center policies and rules to parents. 
Prepare reports on accidents. Report signs of Illness or discomfort 
In children. Report unusual behavior of children. Secure good ideas 
from parents. 



prt)son 



DUTY J - PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 1(f%> 

GP0047 REQUIRED QUALIFICATIONS AND CHARACTERISTICS 

Must h.w« the ocluct.on. knowledge, ,k,||, and apt.tuds to woriic with young children snd perform the tnkt requirsd of thi> , 
s«ru «vuienc« of good physical and meptal condition, as rsqu.red by ststs regulations. snd^t>« of good morsi chsrsctsr. A fully 



p<»fition description. Mi^t^ 

..I ... .. « u -J .-lly qualified person must t>e 

>o„» all of ho du.,e, enumerated above. The ,a.k. ,r. conc.n.r.,«) ,n «lmini.,r.,ion, Vpr^ifion, .v.lu.ling ,™l coordinating. - Incumbent 
.(.« s,„,.„ls ., c„,«„|e,,,hle portion of time in policy development end dealing wMh public, offici.li, ind regulitiorw. 
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JOB DESCRIPTION FOR ADMINISTRATIVE CLUSTER GROUP 6?0064 



pyTY A - DEVELOPMENT OF CENTER PLANS, POLICIES, AND 
PflOCEDURES « (lO.OCy^) 

Dtvtlop center advertising or public relationt programs. Develop 
center policies. Develop )>lans or procedures lor emergency situa- 
tions. Develop rules to Insure health and safety of children. Plan 
budgets. Plan center open house or parent workshops. Plan children's 
groupings for activities. Plan field trips or holiday celebrations. Plan 
meni^ Plan weekly 6r monthly centeV programs. 

duty's — ADMINISTRATION > MONEY, SUPPLIES, FACILITIES, 
EQUIPMENT, ETC. - (13.13%) 

Arrange for transportation of children. Close center at night. Collect 
* fees. Distribute pay olM||^FIII out forms for payment of fees by 
goveiTii|^^^MIM|i|||^Ht or supplies. Inventorj^ equipment^ ^ 
loyjjflfl^^^^H^^^^b taken in or exjpendecCKeep employ^^^ 
tlifJ^^^HPWMIi^lt Open center In mOmlng. Purcha»« 
or orflMIHror supplies. Purchase or order equipment or toys 

DUTY C — SUPERVISING CENTER STAFF - (17.24%) 

Carry out personnel policies. Conduct staff meetings. Hire or 
dismiss employees. Maintain staff personnel records. Schedule 
building maintenance. Schedule dally activities. Schedule stiiff 
vacations. Schedule staff work. Supervise in-service training. 
Supervise volunteers or student workers. Visit classrooms to guide 
/^aching staff. Determine qualifications of potential staff members. 
Evaluate staff and determine training requirements. 

DUTY D — PR OVIDING FOR HEALTH, SAFETY, AND COMFO^\)F 
CHILDREN - (9.36%) 

Administer* first aid. Administer prescribed medications. Conduct 
fire drills Regulate heting, cooling, or ventilation. Remove hazardous 
oto^ectF from children's r^ach preserK;^. Carry out emergencvl^ 
meestfm n case of Illnesses, accident, or tire. Hold or touch children 
to pro^r«»^ comfort to them, tntroduc* new child to center, staff and 
chlldmi review and make use of -ndlvtdual health records. Tie 
chlldP»>^ st>bes. 

DUT^ - TEACHING OR GUIDING CHILDREN RELATING TO 
SELF ONCEPT. SENSORY. LANGUAGE. AND COGNITIVE 
DEVELOPMENT - (2.09%) 

Build children's Identity by using their first names 9r noting their 
clothiog- Encourage all children to try/all foods. Explain safety rules 
to children. ' 



OUTY F - MANAGING OR DIRECTING CHILCTREN IN SOCIAL- 
. EMOTlOr^A^, PSYCHOMOTOR, AND MOSCLE 'DEVELOPMENT - 
(9.81 

Decorate center for seasons, holidays, or themes. Direct children 
during fire drills. Encourage children to express emotions. Encouraga 
children to vent frustrations or hostilities without hurting othei}i. 
Maintain discipline, manage aggressive children, such as pushers or 
ktokers. Manage biters. Manage "bossy"' or domineering children. 
Manage crying children. Manage temper tantrums. Manage parties, 
field trips, or other special activities. Praise children for efforts. 
Settle argumen^s^ Arrange furniture or equipment. Incorporate 
ethnic themes,' traditions, greetings, holidays, or foods in program.' 

QUTY G — PLANNING TEACHING ACTIVITIES^* ( OOS) 
None 

DUTY H - DEALING WITH PUBLIC, OFFICIALS, AND REGULA- 
TIONS - (718%) 

Conduct public relations programs. Deal with officers or board of 
directors of organization sponsoring center. Insure that licensing 
standards are met and maintained. Schedule Ir^spections by public 
-officials. Evaluate compliance with federal regulations. Evaluate 
compliance with local or state regulations. 

< 

DUTY I — EVALUATING CHILDREN, THEIR PROBLEMS AND 
COORDINATING CENTER. HOME, AND AGENCIES - (21.35%) 



Conduct dally health o beer va ttens. E' 
development Evaluate physical, ae n aory, 
^lenilty chUdren lelth motor probiaiwa. i: 
Or he a wig problems. Identity 
l«entlf^ unusual behavior of 




cblldree • emotional 
ilectugl daealopment 
children with vision, 
toms ^ thildhood 
a social 



leni recevd on each chMd. Ana«Nr m make telep h one calls, 
assess children's needs In terms of parefK • vekies. Assist families In 
filling out applications for aid. CofMhact p aiawwg woilialwpa. Discuss 
chUd rearing pradlcee with parents. Explsbi oefHer ooMbles and rules 
tarents. Get parents to share spedM aMNs talenU, Prepare 
^evNKts on accidents. Prepare reports on m a p s c t e n child aDiuse or 
Aieglect. Refer children with motor pmnmi. Rmt children with 
^^rlslon, speech* or hearing prol»lems. Hmtm oarems to agendee for 
help with social, heaHh, or legal problenM. fiaoort sHins of illness or 
discomfort In children. Report unusual bet««wH>r ot children. Secure 
good Ideas from parents. 



DUTY J - PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approxtonately 10%) 



^P0064 REQUIRCDt)UALlFiCAriONS AND CHARACTERISTICS 

luft tM education, knowiado* ««ili. and aptituda to work with yoMi«e ehildten and perfofwi tha taaks reqiMfed of m«a pocltlon deteriptlon. Mutt 

•-•Mnca of good phyiical and mmmtm\ condition m r«quired by iteei «eulatiom. and be of feed moral diereater. A^luHy qualified ptnon must be 
to peHorm all of tha duties ■niiiMwaiiil above. The taaki are coMospeted m eveluetine ami coordlfMtlna aetlvltlM, sMpervtolni. sdnhinlitratlcn* 
UMiopmMt. and dealing with PMMlic. officials, and regulations, it m moM prominent nontteeehlng a d iniwI iUs tl^e |eb, primerlly deserlMng the 

~mTr-r fTiir' ' ..^ -.-^ . .. _ _ _ * „ » . 



I. tZllAEER PROGRESSION AND INDIVIDUAL TRAINING 
-iflCORDS 

The nine (9) duties together with the tasks performed, as 
daicribed in the preceding section, are furnished in work sheet 
format which can bo used by directors, supervisors, or 
individuals in thejdeveLopment of the career progression process. 
Those primary talks v ithin each of the teaching cluster groups 
have been identified by the figure "#". An additional column 



has been provided *for indicating talks for any other job cluster 
group. Space has been provided within each box to enabis ths 
participant to indicate accompltthment and/or date. 

Worksheet "J" tias been provided for the addition of such 
tasks, that may be required by a specific center, which are^ not 
covered In any of the foreQ9ing duties. 

It is intended that the^ worksheets be reproduced as needed 
and be u^zed ei an Individual training record. . ■ 
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D - PROVIDING FOI^ HE ALTH, SAFETY, AND-COMFORT OF 
CHILDREN 
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E - TEACHING OR GUIDING CHILDREN RELATING TO SELF- 

LpUMLpiLri, ottTloUlvI , LtATiOUAbby AND COGNITIVE 

DEVELOPMENT 
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It 


if 


'f 


it ■ 




E16. Guide dramatic play ac vities 




It 




'f 






E17.- Guide manipulative pla such as puzzles 
atui hlnrkfi 


it 


it 


if 


'/ ■' 


It 




E18. Guide nature or scienct activities 


( 






'/ 


It 


- J 


** ■ • — ■ y ■ — « 

E19. Guide show and tell Activities 








/ 


If- 




F.20. He_p children make things to play with 


'/ 


If 




t 


It 




i21. Read o: :ell stories v 




it 


if 




it 




IE22. To.ach hildren colons 

U . ^ 




if 






if 




E23. Teach ciiiildren space and time concepts^ 








If 


if 




E24. Teach drfferences of size or shape of objects 
to chl. iren " ' 




n 


■ 


If 


if 




!75"- Teach niildi^6fi ' f 6 (M'asBlfy Uftjtseitj ^ — 




» .• ■ 


— — ~ — 


If. — ^ 


if 




E26^ Teach nildren to develop number concepts 


// 










If 


I 


E27. Teach -lildren nurser -^ines 






if 


if 


f 


it 




E?H '^each T.iLdren t -:ti»f^ jects 


if_ 






t 


i ; 

! 
) 


*i f. Collet tra?n chiiareD 

* 


if_ 




If 

i 




' — i 
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F - MANAGING OR DIRECTING CHIT HRFia TM <nrTAT - 

EMOTIONAL, PSYCHOMOTOR, AUD MUSCLE DEVELOPMENT 


rti rti 
I 






II 


III. 


* 

» 




1r 


If 


if ■ 


ff 


yi 

If 




F2. Direct children durin.- : Ire drills 








Ir 


y/ 

ff 




V \ . n i ) I r t -i . - (. I p L a ■ = • t i vi t i t^b 


ik 

If 


J 

Ir 


ff 


i» 

Ir 


ff 




* * J h I K ^ v.y i i 1. L-i ^ ^ I i _i_ ^ 1. ix V ^ .rfVLr JL w O O ^ IH* * L» A, O 




a < 

w 


it 
w 


V 


yi 
ff 




hostillLies^w^zhcjmt hurting o— ^rs 


IT . . 


Ir 


If 


ff. 


ff 






If 




di 
ff 


ff-> 


ff 




F7. Maintain discirline. 




V 


y/ 

ff 


If 


Tr 




Fo M.'in.'irrp C> Y*P ^ *5 1 V^> fririlHfP^ aur^n n o rtitfiVtAT*fi 

* - or kickers ' ^ 


Tr 


It 


y/ 

ff 


ff 


y/ 
ff 


4 


I' 9 , Mnnape biters ' 


If 




y/ 

ff 


ff 


ik 

If 




FLO. Mnn;ii^o "bossv" or dominepfinp ■•h11HT'f»n 


{i 
It 


w 


ff 1 


IT 


w 




FLl . Mana^^e children who wet or soil thslr pflnts 




IT 


y/ 




It 




F12. ^fana^^i* crying children 

\ 


ff ^ 


Ji 


ff 


NT 


t — '■ 

ff 




Fl ^ Mmitiv^p t'omnor t ant Y*iiin"^ 




Jk 

IT 


n 


if 

_ * 


It 




I- 1 M'»r-io<"r4r» r"v''if"MY"/^f'^m T\'yr C\ r* r\ c:i c- t 

I t» lltllltlV^t l>i^LllI.UUlll.pi,ULCvJLIIfc;fa / ^ . ^ 


Ir 


yi ' 
If 


it 
ff 


ff 


U 
If 


—as 


FJ5. Mniicigo childrerj/'in outdooy^play for social 


if 


if 


Ji 
If 


'f 


Jl 
ff 




largi^ imisf.les . J — , , 


ik 

If 


V 






y/ 

If 




117. M anage children in r idooi/ play to develop 


41 
ff 


it 

ff 




U 

f 


A 
ff 




F18. Mmago parties, fielc; trlps^or^^ other special 
. <u:tivi.ties - 1 


If 




y/ 




ff 




1 * 1 Q M '1 n ;5 < » r* h "T 1 rl T"P 1 1 in *5n a If o y niA^ 1 a ^ ^ \7^ ^ "f ^ n 


FT 


V 


y/ 

ff 




ff 


k 


1'20, Manage children in rest or sleep 


Hr - 


V 


jt 
ir 


( 


ff 




rz 1 , rionitor nonieworK or arcer j3.cn.o0J. cn.iJ.aren 














y*'?'} MiMii t*r»T" f"p1pviQi nn vi ptaJ i no * 


f 


§ 

w 


A 

ff 


( 






rzi.' I iciy with 1/1 rants 


M 

w 


# 


# 








F ' '1 . 'i .ii'SL* child ren^fo^ effofts- 


* 


# 

\ 


#. 




# • 




_F1_'S. Sc^t argument: 


M 

w 


w 


f 




Jt 

f 




V lb , Arraa^!;£ dispuiv )t children s work 


M 

w 


# 






— 1 — ^ — 

Jl 




f''27. Arrange furti^tuf or equipment 


f 


# 


# 








[^28. Incorporiite ethn:.^ themes, traditions, 

grQft^^ngfl, hnTiri^va^^ or foodfl In p^ngr—L 














F2'9. Operate project'vrs 
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tr- PLANNING TEACl^ING , ACTIVITIES 

^ ^ ' ' ' ( 


0101 
. I 


0024 
I 


0036 
I 


0122 , 
II 


0094 
III 




01. Plan activities for t^ching thildren' to ^ - 
agsociate words with pictures 




//• 




// - 






G2. Plan activities using children's interests 




// 


// 


// ■ 






G3. Plan activities for teaching differences of 
• size or shape of objects • . 






// 


// 






04. Plan art of craft activities 





if 




// 






05. Plah music, 'singing , iJ-hythmic activities 

; • • J - 


// 


if 




// 


If . 




06. Plan science or nature activities 








// 


If 




07. Plan show and tell activities 

_ 1 








// 







T 




/ 

H - DEALINO' WITH PUBLIC, OFFICIALS, AND REOULATIONS 
* 


— n 

0101 

I 


0024 
I 


0036 
I 


0122 
II 


/ 

0094 
-TII 




HI- Conduct- public relations program 






// 




If 


• 


H2. Deal with office^" >ar<' of dir of 
, organization spon cei. er 










'/ 




H3. Insure : nat licens. standards arc me and 
liiaintained , 






// 




'/ 




H4. Schedule inspections by, public officials 






// 




'/ 




H5. Evaluate compliance with federal regulations 










/ 




H6. Evaluate compliance with local or stat 

• r.eguiatioii^ "y- ""^ ~ ^ 
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I - EVALUATING CHILDREN, THEIR PROBLEMS, AND 
COORDINATTNG CENTER, HOME, AND AGENCIES 


0101 ■ 

I 


' ■' 

0024 
I 


0036 
I 


0122 
II 


0094 
III 




11. Conduct daily health observations 




\ 


// 


// 


w . 




12. Evaluate children's emotional development 








// 






"13. Evaluate physical, sensory, or intellectual 
development 








it ■ 


\\ 


'i 


14. Identify children with motor prol)iems 








It 


'/ 




15. Identify children with vision,* speech, or 
hearing problems 






// 


// 


'/ 




16.- Identify symptom^ of childhood diseases 
' — . « 




// 


// 


y/ •- 


'/ 




17'. Identify unusual behavior of children 


// 


// 


// 


it 


'/ 




18. Keep a social development record on each child ' 








it 


^/ 




19. Make daily^tiotes of children's progress 








it 






110. Answer or make telephone calls 


// 




// 


It 






111. Aasess children's needs in terms of parent's 
values 


. 


\ 










112. Assist families in , filling out applications 
for aid 








» 







113. Assist families to improve their homes 














114, Coii^iLUZt parenting workshops^ 














115. Discuss child rearing practices with parents 










'/■ 


> 


116. Explain center policies and rules to parei^s 










'/ 


• 


Il7. Get parents to share special skills or talents 










'/ . 




118. Prepare reports on accidents 






// 




'/ 




119. Prepare reports on suspected child abuse or 
ne^ect 














120. Refer children with motor problems 




• 






'/ 




T21. Refer children with vision, speech, or hearing 
problems 










7 




122. Refer parents to aeencies for heln w-Jrh anr^-iai 
health, or leeal oroblems 




V 




1 


/ 




children 








r 


I' 




124. Report unusual behavior of children 


// 




If 




i 
r 




125. Secure good ideas from parenfs 






If 




\t 




126. Visit children's ^homes 
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PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED 




0101, 
I 


0024 
I 


0036 
I 


0122 
II 


0094 
^ III 


- 


Jl. . ... 




























J3. 














J4. 














J5. 

'■««-"' . ■ — -d- 










/ 




J6. 














— ■ — ' — % ' ' ' ' 

J7.' 














J8. 














J9. ' 














' JIO. ^ 


























• 


























L 














- 




^- 
















• 












- 






























• 


































I* 




































• 


— ^ — ♦- 

> 








— ' — ~ — ^ — 














^ ^ — 

— : ^ . 
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The job descriptions, career progression, and Individual training record contained herein have been 
developed for your use. Individuals are encourag^|ko reproduce, modify, ^or use this pamphlet or portions 
thereof in whatever manner they see fit, This boo^BFis in the public domain and has not been copyrighted. 
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A LIMITED NUMBER OF COPIES ARE AVAILABLE FREE, FROM: 



— T he D if i iion of C ari y C hiiii hoo d PeM^l opm a nt 
Texas Department of Community Affairs 
P.O. Box 13166, Car^itol Station 
Austin, Texas 78711 
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